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Survey Research Methods (OA4109) 




Introduction to SurveyMonkey 
 
Goal: To introduce students to SurveyMonkey software.  
Lab type: Instructor overviews software and then demonstrates software by executing a 
simple survey. 
Time allotted: 2 x 50 minutes. 






1. Overview of the software 
(a) Log-in 
(b) Opening screen and layout 





o Clear (be careful!) 
o Transfer 
o Delete (be even more careful!) 
ii) +Create Survey: begin design of a new survey 
iii) Address Book: List of respondent addresses 
iv) My Account: Information about the account – don’t change 
v) Help: Good gouge. 
(1) See SurveyMonkey User Manual as well as FAQs and tutorials 
2. +Create Survey 
(a) Options 
i) Create a new survey  
(1) Give it a title and categorize as desired 
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ii) Copy existing survey 
iii) Use an expert template 
(b) New Survey screen: left menu options 
i) Edit Survey 
ii) Survey Options 
(1) Question Bank 
iii) Print Survey 
iv) Restore Questions 
v) Page Randomization 
(c) Note the tab options 
i) Design Survey 
ii) Collect Responses 
iii) Analyze Results 
iv) Analyze BETA 
(d) New Survey: Edit Survey 
i) “Themes” 
ii) Add questions 
(1) Types of questions 
 
(2) Skip logic: Two types, question vs. page 
(a) Question skip logic skips when respondent clicks on answers to a 
question 
(b) Page logic skips when respondents click “next” on that page 
(c) Both skip to a new page 
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(3) Question: Only works with Multiple Choice questions 
(a) For Multiple Choice (Multiple Answer) type questions, will skip 
according to the first answer selected !! 
(b) Will not jump to questions on the same page (it skips to pages, not to 
individual questions) 
(i) See discussion about page versus question skip logic 
(c) Hence, often best to make question with skip logic last on a page 
(d) Also note that all respondents must end the survey on the same page 
iii) Edit / Move / Copy / Delete questions 
iv) Preview Survey 
(e) New Survey: Survey Options 
i) Page and question numbering – usually turn off before actual fielding 
ii) Add logo 
iii) Progress bar 
iv) Page titles – usually turn off before actual fielding 
v) Navigation buttons – default usually fine 
vi) "Powered by SurveyMonkey" footer – change to "no" 
3. Collect Responses 
(a) Options 
i) Web link: Create a link (URL) to send out 
ii) Email: Upload your own e-mail and have SurveyMonkey send – this is what 
we will use 
iii) Buy a targeted audience – skip this 
iv) Website: Create a pop-up invitation for a webpage 
v) Share survey on Facebook 
(b) Upload your own e-mail 
i) Add recipients to list  
(1) Add Recipients to List 
(a) Add Recipients from the Address Book 
(b) Add Recipients Manually 
ii) Create Email Message 
(1) Choose type/who to send it to: 
(a) New/Unsent 
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(b) Not Responded 
(c) Responded 
(d) All Emails 
(e) Custom Criteria 
(2) Modify e-mail message as necessary 
(a) Enter subject line 
(b) Personalize as desired 
(c) Note opt-out link required (modify to make it appropriate) 
(d) Reply Email Address – change as appropriate 
(e) Change Settings 
(i) Option to display a thank you page 
(ii) Option to redirect to URL of choice when survey is completed 
(rather than SurveyMonkey page!) or just close page 
(f) Save & Preview 
(i) Don’t forget to put in a subject line 
(g) Send a Test Message & Schedule Delivery 
(3) Track responses 
(a) Click on Collector Name to get aggregate statistics 
(b) Collect Responses > Edit Recipients gives individual-by-individual 
response status:  
(i) Opt-out 
(ii) Sent Msg 
(iii) Responded 
4. Analyze Results 
(a) Can see summary of results for each question in real-time 
i) View Summary: aggregate statistics 
5. My Surveys > Analyze 
(a) View Summary 
(b) Browse Responses 
(c) Filter Responses 
(d) Crosstab Responses 
(e) Download Responses 
(f) Share Responses 
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6. A Few Notes 
(a) Can’t delete a survey unless all Collectors are closed 
i) Can’t close Collectors unless all e-mail has been sent 
(b) I find the sequence for drafting e-mails a bit confusing and can get caught in 
weird loops  
i) Particularly between Change Settings and Add Recipients 
ii) Not sure if it’s user error or weird programming logic… 
(c) For those with access, please respect other surveys’ respondent 
privacy/confidentiality 
i) Also, please don’t delete alter existing surveys and clean up unneeded draft 
surveys when done with them 
 
7. Some Things to Remember 
(a) Finer control of survey appearance.  New Survey > Edit Survey > Themes:  Here 
you can change all the details of how the survey is displayed.  Particularly useful 
for opening text, for which the default is often a bold font.   
i) Also, can embed html code in the text for even finer control. 
(b) No need to advertise for SurveyMonkey. 
i) New Survey > Survey Options:  “Powered by SurveyMonkey” footer – 
change to “no.” 
ii) Collect Responses > Change Settings > Survey Completion: Change URL to 
something other than SurveyMonkey webpage or just close page. 
(1) Have to do this every time for every collector. 
(c) Make it look professional and personalized to the task.  New Survey > Survey 
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A SIMPLE DEMONSTRATION 
 
In this demonstration, we’ll input a couple of simple questions into 
SurveyMonkey, send it out to everyone in the class, gather responses, and then download 
the resulting data. 
 
Survey Questions: 
1. Are you in the Navy? 
a. Yes (skip to question 3) 
b. No  
2. What is your branch of service? 
a. Air Force 
b. Army 
c. Marine Corps 
3. How many quarters have you been enrolled at NPS? 
a. 1 quarter 
b. 2 quarters 
c. 3 quarters 
d. 4 or more quarters 
e. I’m not enrolled at NPS 
4. Is there anything else you’d like to tell us about this survey? 
 
 
